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This user guide describes the steps you need to follow in order to submit an FY 2023 National Health Center 
Training and Technical Assistance Partner (NTTAP) Cooperative Agreements application to the Health 
Resources and Services Administration (HRSA). This user guide does not replace the Notice of Funding 
Opportunity (NOFO), which details the NTTAP program requirements and the instructions for application 
development. See the NTTAP Technical Assistance webpage for additional resources: 

https://bphc.hrsa.gov/funding/funding-opportunities/national-training-technical-assistance-
partners-nttaps-cooperative-agreement 

You must complete and submit the FY 2023 NTTAP application by following a two-step process: 

1. Registering and submitting the application basic information in Grants.gov. 

2. Validating, completing, and submitting this application in the HRSA Electronic Handbooks (EHBs). 

 

1. Submitting the Application in Grants.gov  

Follow the steps below to complete the Grants.gov application: 

1. Find the funding opportunity in Grants.gov searching by the announcement number HRSA-23-029. 

2. Download the application package by following the instructions below: 

¶ Go to www.Grants.gov. 

¶ Select Search Grants tab. 

¶ Type HRSA-23-029 in the Opportunity Number field and click the SEARCH button. 

¶ Select HRSA-23-029 from the matching results.  

¶ Click the Package tab. 

¶ Under Actions, click Preview and Download Instructions to access a copy of the NOFO. 

¶ Other basic forms including the SF-424 required for your application are also included on 
ǘƘŜ ΨtǊŜǾƛŜǿΩ ǇŀƎŜΦ 

¶ When you are ready to apply, under Actions, click Apply and follow the prompts. 
3. Submit your application basic information (IV. Application and Submission Information, 1. Address 

to request Application Package) at Grants.gov. 
4. Once you successfully submit the first part of your NTTAP application in Grants.gov and it has been 

downloaded into EHBs by HRSA, the Authorized Organizational Representative will receive an email 
that will provide the HRSA EHBs Tracking Number assigned to your application. 

5. For assistance ŘǳǊƛƴƎ ǘƘŜ DǊŀƴǘǎΦƎƻǾ ǇƘŀǎŜ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΣ ǎŜŜ ΨApplicant SupportΩ ŀǘ 
https://gditshared.servicenowservices.com/hhs_grants 

IMPORTANT NOTE:  Refer to the HRSA SF-424 Two Tier Application Guide 
(http:// www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf) for 
more details related to submitting the application in Grants.gov and validating it in EHBs. 

https://bphc.hrsa.gov/funding/funding-opportunities/national-training-technical-assistance-partners-nttaps-cooperative-agreement
https://bphc.hrsa.gov/funding/funding-opportunities/national-training-technical-assistance-partners-nttaps-cooperative-agreement
http://www.grants.gov/
https://gditshared.servicenowservices.com/hhs_grants
http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf
http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf
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2. Starting the FY 2023 NTTAP Application  in EHBs  

2.1 Application Validation  

After you apply in Grants.gov, you will need to start your application in EHBs.  

1. Log into EHBs and click on the Grant Applications link under the Tasks tab (Figure 1, 1). 

2. Click on the Grants.Gov Application Pending Validation: Validate link (Figure 1, 2). 

3. wŜǾƛŜǿ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ŀŎŎǳǊŀŎȅ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άǾŀƭƛŘŀǘŜέΦ You will then need to enter your award 
number if you are a currently funded NTTAP, your Grants.gov application tracking number, and your 
EHBs tracking number (EHBs tracking number emailed after successful Grants.gov submission). Once 
you entered your information, review it for completeness and click Validate (Figure 2). 

IMPORTANT NOTE:  

If you do not have a username, you must register in EHBs. Do not create duplicate accounts. If you 
need assistance registering in EHBs, or experience log in issues or forget your password contact 
Health Center Program Support (http://www.hrsa.gov/about/contact/bphc.aspx) at (877) 464-
4772 

Figure 1: Grant Applications Link 

  

https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.hrsa.gov%2Fabout%2Fcontact%2Fbphc.aspx&data=02%7C01%7Clauren.millikin%40reisystems.com%7C3151f23e2d074cdbf6a208d753126a66%7C3199644175464120826bdf0c3e239671%7C0%7C1%7C637069210880719174&sdata=jt4LLZA7IJ4gk3xvoCsYO5PWcXkbcs4IZMIWeNvsb1o%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.hrsa.gov%2Fabout%2Fcontact%2Fbphc.aspx&data=02%7C01%7Clauren.millikin%40reisystems.com%7C3151f23e2d074cdbf6a208d753126a66%7C3199644175464120826bdf0c3e239671%7C0%7C1%7C637069210880719174&sdata=jt4LLZA7IJ4gk3xvoCsYO5PWcXkbcs4IZMIWeNvsb1o%3D&reserved=0
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Figure 2: Validating your Grants.gov Application 

 

 

2.2 Accessing the Application  

Once the application is validated in EHBs, you can access it in your pending tasks. To access the application 
in EHBs, follow the steps below: 

1. Click the Tasks tab on the EHBs Home page to navigate to the Pending Tasks (Figure 3, 1) page.  

2. Locate the NTTAP application using the EHBs application tracking number (e-mailed after successful 
Grants.gov submission) (Figure 3, 2).  

3. Click the Start link to begin working on the application in EHBs (Figure 3, 3). 

4. The system opens the Application - Status Overview page of the application (Figure 4). This Status 
Overview page will indicate when you have completed each section of the application and when 
ǘƘŜȅ ŀǊŜ ƛƴ ǇǊƻƎǊŜǎǎΦ {ŜƭŜŎǘ ΨǳǇŘŀǘŜΩ ǘƻ ōŜƎƛƴ ŜŀŎƘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ 

Figure 3: Pending Tasks 
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3. Completing the Standard SF -424 Section of the Application  

As presented in the Status Overview Page (Figure 4), the application consists of a standard SF-424 section 
and a program specific section. You must complete the forms displayed in both of these sections to submit 
your application to HRSA. 

The standard SF-424 section of the application consists of the following main sections:  

¶ Basic Information (Figure 4, 1) 

¶ Budget Information (Figure 4, 2) 

¶ Other Information (Figure 4, 3) 

Figure 4: Accessing the Application - Status Overview Page 

  

3.1 Completing the Basic  Information Section  

The Basic Information has been imported from Grants.gov and has undergone a data validation check. You 

may edit some of this information, if necessary, in EHBs. This section consists of the following forms: 

¶ The SF-424 Part 1 form displays the basic application and applicant organization information. 

¶ The SF-424 Part 2 form displays project information including the project title, period of 
performance, cities, counties, and Congressional districts affected by the project.  

¶ To update information in the SF-424 Part1 and SF-424 Part2, enter and save you revisions to the 
current information prepopulated in the editable fields (sections marked in red in Figure 5 and 
Figure 6 are not editable).  
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¶ Update Project Abstract with the details of the project (Figure 7) 

IMPORTANT NOTES:  

In the Congressional Districts fields, ǎŜƭŜŎǘ ǘƘŜ ŎƻƴƎǊŜǎǎƛƻƴŀƭ ŘƛǎǘǊƛŎǘ ǿƘŜǊŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 
ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ƻŦŦƛŎŜ ƛǎ ƭƻŎŀǘŜŘ ƛƴ ōƻǘƘ ǘƘŜ Ψ!ǇǇƭƛŎŀƴǘΩ Ǌƻǿ ŀƴŘ ǘƘŜ ΨtǊƻƎǊŀƳκtǊƻƧŜŎǘΩ ǊƻǿΦ  

For the Proposed period of performance, enter 07/01/2023 to 6/30/2026. 

The Estimated Funding section will update automatically when edits are made to the Budget 
Information section. 

For the State Executive Order 12372 Process section, refer to the HRSA SF-424 Two Tier 
Application Guide 
(http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf) for details 
related to the Executive Order 12372 process. 

 

 

 

 

 

 

 

 

http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf
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Figure 5: Applicant Information on SF-424 Part 1 
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Figure 6: Applicant Information on SF-424 Part 2 

 

Figure 7: Project Abstract on SF-424 Part 2 

 

¶ The Project/Performance Site Location(s) form refers to the physical mailing address of the 
applicant. If the administrative site location and any other office locations are listed in Grants.gov, 
they are displayed here. As stated previously, you may update this information you provided in the 
form at Grants.gov. 

¶ After completing the Project Narrative, attach the Project Narrative by clicking on the Attach file 

button (Figure 8, 1). Refer to the NTTAP NOFO for detailed instructions on completing the Project 

Narrative attachment. 
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Figure 8: Project Narrative 

 

3.2 Completing the Budget Information  

To complete this section, you must complete the Budget Information Section A-C and D-F forms in EHB and 

upload a Budget Narrative. 

3.2.1 Budget Information ï Sections A-C 

IMPORTANT NOTE: The period of performance associated with the FY 2023 NTTAP awards will be 
a period of up to three years (July 1, 2023 through June 30, 2026). Therefore, you are only 
required to enter the budget information for budget periods 1, 2, and 3. Leave budget periods 4 
and 5 blank. 

The Budget Information ς Section A-C form collects information for every budget period in this funding 

opportunity. Each budget period consists of the following three sections: 

¶ Section A ς Budget Summary 

¶ Section B ς Budget Categories 

¶ Section C ς Non-Federal Resources (Leave Section C blank; do not enter non-federal funding) 

To complete this form, follow the steps below: 

1. Click the Update link for Section A-C óBudget Period 1ô on the Application - Status Overview page 

(Figure 9, 1). 
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Figure 9: Budget Information Section A-C Update Link 

 

2. The system navigates to the Budget Information ï Section A-C form for the first budget period of 
this funding opportunity (Year 1: July 1, 2023 ï June 30, 2024) (Figure 10). 
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Figure 10: Budget Information ς Section A-C Page 

 

3. To enter or update the budget information for the NTTAP project, click the Update button displayed in 
the top right corner of the Section A ï Budget Summary header (Figure 10, 1).  

 

Figure 11: Section A ς Update Page 

 

4. Under the New or Revised Budget section, enter the amount of federal funds requested for the first 
12-month period (Year 1) (Figure 11, 1). 

5. Do not update the Estimated Unobligated Funds columns. Do not enter any non-federal funds in 
the budget (Figure 11, 2). Only the federal funding request should be provided. 

6. Click the Save and Continue button.  



 

FY 2023 NTTAP 13 of 31 EHBs User Guide for Applicants 

IMPORTANT NOTE: The federal amount refers only to the NTTAP funding requested, not all 
federal grant funding that an applicant organization receives. Refer to the NOFO details for the 
maximum annual allowable awards by NTTAP application type (see the Summary of Funding 
section in the NTTAP NOFO).  

¶ The Budget Information ς Section A-C page re-opens displaying the updated New or Revised 
Budget under Section A ς Budget Summary (Figure 12). 

Figure 12: Section A ς Budget Summary Page after Update 

 

7. In Section B ς Budget Categories, you must provide the federal funding distribution across object 
class categories for the selected 12-month budget period. Click the Update button provided at the 
top right corner of the Section B header (Figure 13, 1). 

Figure 13: Section B ς Budget Categories 

 

8. Enter the federal dollar amount requested for each applicable object class category under the 
NTTAP column (Figure 14, 1). 

¶ Ψ/ƻƴǎǘǊǳŎǘƛƻƴΩ ƛǎ ƴƻǘ ŀƴ ŀƭƭƻǿŀōƭŜ ǳǎŜ ƻŦ b¢¢!t ŦǳƴŘƛƴƎ ς do not enter a federal request in 
that row.  

¶ Click the Calculate Total button to compute the sum of amounts provided (Figure 14, 2).  

¶ The total NTTAP amount in Section B ς Budget Categories must be equal to the total new or 
revised federal budget amount specified in Section A ς Budget Summary of the Budget 
Information ς Section A-C form. 

¶ Click the Save and Continue button (Figure 14, 3). 


































